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CONTACT US

Document Comments:

We value your feedback on this document.  

How are we doing? The Communications & Documentation Team of the electronic Research 
Administration (eRA) is dedicated to serving our community and welcomes your feedback to assist 
us in improving our user guides. Please send comments about the user guide to this 
address: eRACommunications@mail.nih.gov.

For general questions about this module and associated business processes: 

Please contact your IC Coordinator. A list of IC Coordinators is available online:

http://inside.era.nih.gov/techrep_list.cfm.

Troubleshooting support:

Please contact the eRA Service Desk:

Toll-free: 1-866-504-9552

Phone: 301-402-7469

TTY: 301-451-5939

Web:http://grants.nih.gov/support (Preferred method of contact)

Email:helpdesk@od.nih.gov

Hours: Mon-Fri, 7:00 a.m. to 8:00 p.m. Eastern Time

 

DISCLAIMER STATEMENT

No data shown in illustrations represents any real account, project, or individual. Any resemblance 
to actual accounts, projects, or individuals is purely coincidental.

mailto:eRACommunications@mail.nih.gov?subject=Feedback
http://inside.era.nih.gov/techrep_list.cfm
http://grants.nih.gov/support
mailto:helpdesk@od.nih.gov
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1 Latest Updates 
Updates and new features in Terms and Conditions and GMM:

 

August 6, 2020

 l Brand-new aesthetics in GMM:
For example, see the updated Grant Awards and Grant Portfolio screens.
And for more information on the new interface, see Navigating and Using the UI in eRA 
Modules.

June 30, 2020

 — OTA Programmatic Terms

Programmatic terms (also called milestones) are a special type of tracked term that NIH OTA 
program staff can use to

See Edit Status.

 

 

Mar 16, 2020

Single Sign-On using AMS Login:

Internal HHS staff can now login to eRA modules using their username and password in the HHS 
Access Management System (AMS).

Users can then navigate from eRA to three other core HHS grants systems (Grants.gov, Payment 
Management Systems and GrantSolutions) without the need to log in again.

See Login screen for internal HHS staff.

Feb 13, 2019

 l  New action available in the Grant Portfolio screen: Return Continuation:

 Click the   plus icon to open a grant's Continuation History section, then select the  Return 
Continuation action.
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Nov 29, 2018

Changes to the Search for Grant Awards screen:

 l New amendment-related search criteria: Amendment Type, Amendment Status, 
Submission Date Range, Continuation Status.

 l Two new columns in the hitlist: 

 o Submission Date: 
Shows the submission date of grantee-initiated or created-date of grantor-
initiated records.

 o Amendment Type: 
For L records, shows the amendment type of the L record. 
For M records associated to one or more L records, lists the amendment types of 
the L records. 
For M records with no associated L record, shows the M's amendment type if 
there is one, otherwise it will be blank.

 l Changes to the Export feature:
 o The 2 new hitlist columns also available in export.
 o And three additional columns that are not shown in the hitlist  are now available in the 

export: GTA Checklist Status, GMS Checklist Status, and PO Checklist Status

Release Notes: 
o  Checklist Status columns will be blank if the checklist is Not Applicable or is Not Started. In a 
future release, the status value of Not Started will display if a checklist has not been started.

o  If the query returns more than 500 records, the Workflow Status column of the export will be 
blank. We will correct this in a future release

 

 

Aug 1, 2018

 l Added a Grants Management Officer column to the Grant Portfolio and Grant Awards 
search results.

 l Also, the Assigned Grants  quick search buttons in those screens now locate assigned grants 
for Grants Management Officers just as they do for Grants Specialists (GS).
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May 30, 2018

 l Select up to 3000 records in the  Grant Portfolio search results and send 2-way 
correspondence to the selected grantees. See Generate Correspondence

Apr 7, 2018

 l New Reports screen  to generate SAMHSA OPAC Reports.

Mar 14, 2018

 l Select up to 3000 records in the  Grant Awards search results and send 2-way 
correspondence to the selected grantees. See Generate Correspondence

 l When you click the mail icons  in the  Grant Awards search results to send email to the PD, 
the BO and SAMHSA Correspondence Email Address are automatically entered in the CC 
field. And a  copy of the sent message is available in the Grant Folder Correspondence  tab.

 l If no FFR has been submitted, you can manually enter data in the FFR Validation screen to 
complete the form.

Feb 5, 2018

 l Access the grant folder from the Grant Portfolio and Grant Awards search results.
 l Updates to FFR Validation screen:

 o Click a link to open the FFR  in the Commons FFR module, where you can review 
and accept or reject it.

 o Added the ability to overwrite any FFR fields so you can correct and update the 
information.

 o An indicator alerts you if a new FFR is received after that year's FFR data has been 
validated or while overwrite mode is turned on.

Dec 28, 2017

 l Perform FFR Validation on awards in the Grant Portfolio.

October 20, 2017

TCM supports grantee document submission:

 o Grants staff can view and return grantee submissions and attach their own documents. 
 o Program staff can view  grantee submissions and grant staff attachments and add comments.

See changes to these screens:
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 o View Terms Tracking Details 
 o Setup and Edit Terms Tracking
 o Return Submission
 o Additional Materials
 o Submission History
 o Also, see new TCM Online Help for Grantees.

July 20, 2017

 l Bulk Correspondence — Select multiple grant awards and send one-way bulk 
correspondence to the selected grantees. See Search for Grant Awards

 l Export to Excel — Export the search results as an Excel file. See Search for Grants or 
Search for Grant Awards

 l Term Tracking— Some changes to due date configuration in the Setup and Edit Terms 
Tracking screen, and some new actions in the View Terms Tracking Details screen. 

May 19, 2017

Some changes to the workflow for bulk term assignment:

 o  Step 1 
 o Step 2 
 o Step 3 
 o Step 4

 

May 4, 2017

 l Adds a new  Search for Grant Awards screen: Use it to search for grant awards based on a 
wide variety of selection criteria.   You can multi-select grant awards from the search results 
and then go to the Search for Terms screen to assign terms to the awards in bulk.  See Search 
for Grant Awards.

 l Relaxes business validations regarding the due date when applying terms tracking attributes 
in the Edit Terms Content and Tracking screen

 l Allows grants staff to rename structured terms that are added to awards but aren't in the 
catalog, and creates related business validations (i.e., term names must be unique within a 
section)
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 l Adds business validations when previewing terms and conditions (i.e., duplicate terms, WIP 
status, budget period dates, and due dates) and allows you to make decisions that 
dynamically affect the terms assignment results. Also adds a table to display terms 
assignment results, and allows grants management staff to export those results to Excel. See 
Preview Selected Terms.

 l Adds a confirmation table with the final outcomes after terms assignment. See Terms 
Assignment Confirmation.

December 22, 2016

Layout changes to the View Terms Tracking Details and Setup and Edit Terms Tracking screens.

 

November 17, 2016

Terms Tracking functionality is now available in TCM for SAMHSA Grants Management staff. 
The new functionality provides the ability to set tracking attributes when assigning terms to an 
award and to send notifications. This includes both pre-award and post-award tracking options. See 
Search for Grants.

 

Aug 18, 2016

The section name "Standard T&C's" has been changed to "Standard Terms and Conditions," and 
the order of the sections in TCM and in the NoA has been changed to: Remarks, Special Terms, 
Special Conditions, Standard Terms and Conditions. See Manage Assigned Terms.

 

 

July 2016, Terms and Conditions Module (TCM) for SAMHSA

Created initially for SAMHSA, TCM is a new module that allows agencies to manage a centralized 
catalog of terms and conditions that they can apply to grant awards.

Gives the Catalog Manager the following capabilities to manage the catalog:

 l Create, edit, copy, activate, deactivate, and delete terms and conditions in the terms catalog.
 l Establish associated attributes for each term and condition including IC, Grant Programs 

(PCC), Terms and Conditions Section, Fiscal Year, Funding Opportunity Announcement, 
and Award Type.
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Allows the Grants Management staff to apply terms and conditions from the centralized catalog to 
an individual award:

 l Access the catalog to find and select terms and conditions to apply to an award.
 l Modify the content and format of individual terms and conditions to tailor them to the 

specific award.
 l Manage the order of terms and conditions in each standard section.

The added terms and conditions will be included in Section IV of the NoA.
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1 Navigating and Using the UI in eRA Modules
For increased usability, eRA modules are gradually switching to a streamlined, modern, mobile-
friendly look and feel for screens. The new look and the new navigation adjust dynamically for a 
variety of screen or font sizes, making your browsing experience more efficient on the device of 
your choice. New UI elements offer a consistent set of tools that you can use across modules. A 
new header and footer conserve space, leaving more work area for you to accomplish your tasks.  

This topic explores the new navigation and UI elements that you might see on updated screens. All 
modules will eventually use the same framework for building the UI and navigation through 
screens. Older style screens will co-exist with updated screens during the transition to the new look 
and feel. 

Read this topic to learn about:

 l Header/footer for eRA modules
 l Navigation to and within modules
 l Actions column and how it might be replaced by an ellipsis (three-dot) dropdown in a row
 l Standard tools for tables
 l How columns are hidden and shown on small screens

1.1   Header and Footer Navigation
The header and footer use symbols to save screen real estate and dynamically adjust to fit smaller 
screens. 

The first icon from left is the Apps menu. The Apps menu shows  all apps available to the currently 
logged-in user, shown below:
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1.1.0.1  Other Icons in Header

 Links to the Department of Health and Human Services.

 Link to grants.nih.gov.

 Links to a general eRA Service Desk Support page.

 Links to eRA Points of Contact page.

 The person icon shows your login information, preferences, and sign out link:
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1.1.0.2  Dynamic Header

Below, on a narrow screen, most items on the header are hidden, but they pop down when you 
click the grid icon in the upper right, circled below. 

1.1.0.3  Redesigned Footer

The footer is clean and offers only essential information organized into columns. 

1.2    Navigating Within a Module
The module abbreviation, circled below left, lets you quickly see which module you are working 
in. 

The sections of the modules are listed across the top, with the current section highlighted in gray, 
circled above. 

To navigate to the screens available under each section, click the section name to see a dropdown 
that shows all screen names, as shown below. 
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If the screen size is small, all the app section names are collapsed under a three-line icon, shown 
below. 

When clicked, the three-line icon shows all module navigation in vertical form, below.

1.3   Actions Column Replaced by Ellipsis Menu
Actions that are available for each row in a table might be displayed under a three-dot ellipsis icon 
instead of an Actions column, as shown below. This happens if there are three or more actions to 
be displayed. If only one action item is listed, then the column will list that action as the header and 
have an ‘x’ in the body of the column.

TCM User Guide for Agency 14 Aug 6, 2020



Terms and Conditions

1.4   Standard Tools for Tables
Tables are sleeker with tools for showing the data you want to see. 

 

Entering filter text features instant filtering of the list as you type, with the number of found results 
updated as you type. The text you type in filter is highlighted in the table.  

 

Click column headers to sort by that column. 

 

 

Navigate to each page of search results using the following tool: 

 

To help avoid scrolling, use the grid tool  to specify how many table rows appear per page. 
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Use the bulk actions tool  to select or deselect all, and to show selected rows only or all rows.

 

Use the download tool , shown below, to export table data to Excel or PDF, or to print.

1.5   How Screen Size Can Affect Visible Columns
Below, see a full screen, with  three columns: Reviewer Name Institution, Assign Applications, 
and Manage Conflicts.
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When the screen is narrowed, the Manage Conflicts column and Assign Applications column are 
not visible in the table, as shown below.

All hidden columns are available by clicking the more info triangle next to the Reviewer Name, 
which drops down to show the two missing columns:
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1 Overview of Terms and Conditions
The Terms and Conditions Module (TCM) enables SAMHSA ICs to define and manage 
structured terms and conditions that can be applied to the grants you administer, and to track due 
dates and grantee document submissions for the terms that require follow-up.

The terms of a grant are the legal requirements imposed on the grant by the administering agency, 
whether based on statute, regulation, policy, or other document referenced in the grant award, or 
specified by the grant award document itself. The Notice of Award (NoA) may include both 
standard and special conditions that are considered necessary to attain the grant's objectives, 
facilitate post-award administration of the grant, conserve grant funds, or otherwise protect the 
Federal Government's interests. 

Terms and Conditions User Roles

The following user roles are available for TCM:

Role Description

 o GM_MANAGER_ROLE or GM_
WORKUP_ROLE

 o TERMS_CONDITIONS_ADMIN_
ROLE  or TERMS_CONDITIONS_
READONLY_ROLE  

Assign terms to individual awards

 o GM_MANAGER_ROLE or GM_
WORKUP_ROLE

 o TERMS_CONDITIONS_ADMIN_
ROLE  or TERMS_CONDITIONS_
READONLY_ROLE  

 o TERMS_TRACKING_ADMIN_
ROLE

Assign terms and terms tracking attributes to  individual 
awards

TERMS_CONDITIONS_READONLY_
ROLE

Access the Terms Catalog directly to view structured  
terms (i.e., read-only)

TERMS_CONDITIONS_ADMIN_ROLE
Access the Terms Catalog directly to manage (i.e.,  
create and edit terms) structured terms (i.e., Terms 
Manager access)

TCM Staff User Roles



Terms and Conditions

Overview of Terms and 20 Aug 6, 2020

Role Description

 o GM_MANAGER_ROLE or GM_
WORKUP_ROLE

 o TERMS_CONDITIONS_ADMIN_
ROLE  or TERMS_CONDITIONS_
READONLY_ROLE  

 o TERMS_TRACKING_ADMIN_
ROLE

 o TERMS_TRACKING_
PROGRAM_ROLE

 o GMM_ADMIN_ROLE

Assign terms and terms tracking attributes to both  
individual and bulk awards

GMM_READ_ONLY_ROLE Read-only access to terms tracking attributes 

 o GM_MANAGER_ROLE or GM_
WORKUP_ROLE

 o TERMS_CONDITIONS_ADMIN_
ROLE  or TERMS_CONDITIONS_
READONLY_ROLE  

Assign terms to individual awards

 o GM_MANAGER_ROLE or GM_
WORKUP_ROLE

 o TERMS_CONDITIONS_ADMIN_
ROLE  or TERMS_CONDITIONS_
READONLY_ROLE  

 o TERMS_TRACKING_ADMIN_
ROLE

Assign terms and terms tracking attributes to  individual 
awards

TERMS_CONDITIONS_READONLY_
ROLE

Access the Terms Catalog directly to view structured  
terms (i.e., read-only)

TERMS_CONDITIONS_ADMIN_ROLE
Access the Terms Catalog directly to manage (i.e.,  
create and edit terms) structured terms (i.e., Terms 
Manager access)

 o GM_MANAGER_ROLE or GM_
WORKUP_ROLE

Assign terms and terms tracking attributes to both  
individual and bulk awards

TCM Staff User Roles
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Role Description

 o TERMS_CONDITIONS_ADMIN_
ROLE  or TERMS_CONDITIONS_
READONLY_ROLE  

 o TERMS_TRACKING_ADMIN_
ROLE

 o GMM_ADMIN_ROLE or GMM_
READ_ONLY_ROLE

FFR_Reconcile_Admin View and validate the grantee's Federal Financial 
Report (FFR)

GMM_FFR_USER View the FFR

TCM Staff User Roles
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2 Accessing TCM
There are multiple ways to access TCM: 

Launch TCM from the eRA intranet Modules screen (https://inside.era.nih.gov/):

Or use one of these methods to access terms tracking:

 l Access TCM from the Grants Management Terms tab if you would like to assign terms and 
conditions  and set up terms tracking attributes for an individual grant pre-award. For 
instructions see GM Terms tab.

 l Access TCM from the GMM Grant Portfolio tab if you would like to assign and manage 
terms tracking attributes post-award.  For instructions see Terms Tracking.

 l Access TCM from the GMM Grant Award tab   to assign terms and set up terms tracking to 
multiple grant awards in a single bulk operation. For instructions see Search for Grant 
Awards.

 l Access TCM from the Terms Catalog tab if you would like to view, manage or create  terms 
and conditions for your organization.  For instructions see Search the Terms Catalog and 
Manage the Terms Catalog.

 l Program staff, click TCM links in PMM Grant Summary screens

In the Status screen List of Applications/Grants, a View Terms Tracking action button is 
available for each grant application that has tracked terms, as shown here:

Click the View Terms Tracking button to open the View Terms Tracking Details screen.

https://inside.era.nih.gov/
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3 Login screen for internal HHS staff
 

When internal HHS users access an eRA IMPAC II module, the NIH Login screen opens, as 
shown here: 

This screen allows you to login directly to the eRA module using your smart card and PIN, or if 
you are an HHS user, you can login by using the HHS/Access Management System (AMS).  The 
HHS/AMS system supports authentication using your PIV card, network credentials (if supported 
for your HHS OPDiv) or HHS/AMS user account credentials.your username and password in the 
HHS Access Management System (AMS).
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NOTE: In addition to providing access to the eRA module, logging in with AMS also allows you 
to access other  HHS systems without logging in again.

3.1   Login Using Smart Card: 
 

 1. Insert your smart card and click Login Using Smart Card.
 2. A Select a Certificate dialog box will open. Select a certificate  and click OK:

 3. In the next dialog box enter your PIN and click OK: 
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3.2   Login Using AMS: 
As part of HHS’s Reinvent Grants Management, eRA is providing the option for NIH and our 
HHS partner agency staff to log into eRA internal modules using HHS’ Access Management 
System (AMS).  This new authentication service will allow all internal HHS staff (NIH and partner 
agencies) to navigate between eRA and the three other core HHS grants systems (Grants.gov, 
Payment Management Systems and GrantSolutions.gov) using a common authentication source.

The HHS/AMS authentication service will provide NIH and HHS partner agency staff the ability, 
for instance, to navigate from an eRA module to Grants.gov without logging into each system 
separately.

Here is the flow for an NIH or HHS partner agency user accessing eRA and Grants.gov:

 1. Click Login Using AMS.
 2. Then select one of these methods in the Select Login Method screen:

 

1st Method: HDPD-12 Access Card

 i. Insert your PIV card and click Login:
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 ii. Select a certificate and click OK: 
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 iii. Then enter your PIN and click OK:
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2nd Method: Network Credentials: 

 i. Select your OPDIV:
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 ii. For NIH users: The standard NIH Login screen opens. Login with PIV card or username 
and password, as usual:
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 iii. For HHS users, enter your network account credentials.  Please note, use of network 
credentials is not supported for all HHS OPDIVs:

 iv. Please note, that use of network credentials to access eRA modules is only allowed if you 
have been granted a PIV exemption.
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3rd Method: AMS Credentials:

 i. Enter HHS/AMS username and password and click Login.

Access to Other HHS Systems: 

After successful HHS/AMS authentication, you can continue on to access the three other core 
HHS grants systems (Grants.gov, Payment Management Systems and GrantSolutions.gov) without 
the need to log in again. Please note, that both eRA and the Payment Management System require 
PIV authentication, so if you login to HHS/AMS using network or AMS credentials, you may be 
prompted to reauthenticate using your PIV card.

For more information see Accessing other HHS Systems.
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4 Accessing other HHS Systems
Internal HHS staff who login to eRA module using  the HHS/AMS login option can then continue 
on to access three other core HHS grants systems (Grants.gov, Payment Management Systems and 
GrantSolutions) without the need to login again.

After successful HHS/AMS authentication, you can continue on to access the three other core 
HHS grants systems (Grants.gov, Payment Management Systems and GrantSolutions.gov) without 
the need to log in again. Please note, that both eRA and the Payment Management System require 
PIV authentication, so if you login to HHS/AMS using network or AMS credentials, you may be 
prompted to reauthenticate using your PIV card.

Likewise, an active login to an HHS system will also grant you reciprocal access to eRA, but only 
if you logged in with your PIV card, because eRA systems always require PIV login (except for 
users who have been granted an exemption). If you login to an HHS system with  your network 
credentials, when you continue to  eRA you will have to complete a PIV login as usual.

Login to an eRA IMPAC II module, then proceed to HHS's Grants.gov:

 1. Login to an eRA IMPAC II module by clicking Login Using AMS:
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 2. You are directed to the HHS/AMS home screen:
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 3. Select the HSPD-12 tab and log in with your smart card, select a certificate and click OK; 
then enter your PIN and click OK.

 4. You are directed  to the eRA IMPAC II module and automatically logged in.
 5. Open a new window or tab in the same browser and enter the Grants.gov URL: 

https://www.grants.gov/. 

https://www.grants.gov/
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 6. On the Grants.gov login screen, click the AMS button:

 7. Your authentication session from HHS/AMS will be recognized and you will automatically 
be logged into Grants.gov.

 8. If you selected the option to log into HHS/AMS using your network or AMS credentials 
option, then you will be asked to verify your PIV card since eRA requires PIV 
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authentication:

 9. Select Continue and you will be prompted to select a certificate and enter your PIN.  You 
will then be automatically logged into the eRA module.

 

Login to an eRA IMPAC II module, then proceed to GrantSolutions.gov

 1. Login to an eRA IMPAC II module by clicking the HHS AMS button:
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 2. 2. You are directed to the HHS/AMS home screen:
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 3. Select the HSPD-12 tab and log in with your smart card; select a certificate and click OK; 
then enter your PIN and click OK.

 4. You are directed back to the eRA IMPAC II module and automatically logged in.

 5. Open a new window or tab in the same browser and enter the GrantSolutions URL: 
https://grantsolutions.gov/.

https://grantsolutions.gov/
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 6. On the GrantSolutions login screen, click on the PIV button:

 7. Your authentication session from HHS/AMS will be recognized and you will automatically 
be logged into Grantsolutions.gov.

 8. If you selected the option to log into HHS/AMS using your network or AMS credentials 
instead of your PIV card, then you will be asked to verify your PIV card since eRA requires 
PIV authentication:

 9. Select Continue and you will be prompted to select a certificate and enter your PIN.  You 
will then be automatically logged into the eRA module.
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Login to an eRA IMPAC II module, then proceed to Payment Management 
Services (PMS.PSC.GOV):

 1. Login to an eRA IMPAC II module by clicking HHS AMS:

 2. You are directed to the HHS/AMS home screen:
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 3. Select the HSPD-12 tab and log in with your smart card; select a certificate and click OK; 
then enter your PIN and click OK. (You can choose to use one of the other two options – 
network credentials (if supported for your OPDiv) or AMS credentials).

 4. You are directed back to the eRA IMPAC II module and automatically logged in.

 5. Open a new window or tab in the same browser and enter the Payment Management 
Systems URL: https://pms.psc.gov/.

https://pms.psc.gov/
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 6. On the Payment Management Systems login screen, click on the AMS for HHS Grantors 
button:

 7. Your authentication session from HHS/AMS will be recognized and you will automatically 
be logged into PMS.

 

4.1   Login to an HHS system then proceed to eRA, PIV login required:

 1. Login to an HHS system such as Grants.gov with the Login Using AMS option:
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 2. You are directed to the HHS/AMS home screen:
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 3. Select the HSPD-12 tab and log in with your smart card; select a certificate and click OK; 
then enter your PIN and click OK. (You can choose to use one of the other two options – 
network credentials (if supported for your OPDiv) or AMS credentials).

 4. You are directed to Grants.gov and automatically logged in.

 5. Open a new window or tab in the same browser and enter the eRA module URL.
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 6. The NIH login screen opens. Select The NIH login screen opens. Click HHS AMS: 

 7. Your authentication session from HHS/AMS will be recognized and you will automatically 
be logged into the eRA module.

 8. If you logged into the HHS system via the HHS/AMS system but used the network or AMS 
credentials option (Step 3), then you will be asked to verify your PIV card since eRA 
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requires PIV authentication:

 9. Select Continue and you will be prompted to select a certificate and enter your PIN.  You 
will then be automatically logged into the eRA module.
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5 Search the Terms Catalog
Click the Terms Catalog tab to open the Search Terms and Conditions screen, as shown below. 

Use this screen to search and manage the terms catalog for your IC. 

NOTE: You can only access this screen if you have the TERMS_CONDITIONS_
READONLY_ROLE or TERMS_CONDITIONS_ADMIN_ROLE.

The search screen opens in browse mode showing all active terms and conditions for your IC(s). 
(Use the Show All for my ICsand  Show Active for my ICs buttons (i.e., Quick Searches) at the 
top right to hide or show inactive terms and conditions.

Hitlist Columns

 l Grant Program — displays the number of PCCs and the IC associated to the term; if 
individual PCCs were not attributed, then ALL is indicated

 l Fiscal Year - displays the Fiscal Year(s) attributed to the term; if Fiscal Year(s) were not 
attributed, then N/A is indicated

 l Section Name — displays the Section Name (i.e., Remarks, Special Terms, Special 
Conditions, and Standard Terms and Conditions) attributed to the term

 l T&C Name  —  displays the name that was attributed to the term
 l Active? - indicates whether the T&C is active (i.e., green check) or inactive (i.e., red X)
 l T&C Content  — displays the content that will appear on the NoA if this term is assigned to 

a grant
 l Award Type  —  displays the award type (e.g., New) attributed to the term
 l Created By  —  displays who created the term
 l Latest Update —  displays when the term was last updated
 l Action  —  displays the Action button (see below for available actions).

You can sort by any columns except for Grant Program, T&C Content, and Action.  You can also 
enter a keyword in the Filter field to narrow the search results and indicate (with yellow highlight) 
where the keyword appears.  You can select whether they want to see 10, 25, 50, or All terms and 
conditions per page.
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5.1   Advanced Search 
You can also use the Advanced Search Options (i.e., T&C Name, IC(s), Grant Program (PCC), 
Section Name, FY, FOA, Award Type, and/or Current Status) to narrow the search hitlist results. 

Keep in mind that:

 l Each term will have a T&C Name, at least one IC, and Section Name assigned; the 
remaining fields are optional

 l The options for both Grant Program (PCC) and FOA are dependent on an IC being selected 
first; due to the potential length of the drop-down lists, search filters have been provided for 
these two data elements

 l If the Terms Manager didn’t select an option for a search criterion when creating the term, 
then the system will read all options for that search criterion by default.  For example, if the 
Terms Manager didn’t select FY 2016 when creating the term, then terms and conditions for 
all FYs will be displayed in the search hitlist.

 

If Terms Manager Selects This Option  
When Creating the T&C

And you Select 
This Option 

When Searching

Will the term appear in 
the search  hitlist?

FY2015 FY2015 Yes

FY2015 FY2016 No

All FY2015 Yes

FY2015 Null Yes

Principles of  search

For advanced searching, click Advanced Search Options to open the Advanced Search display, as 
shown below and enter search criteria. 
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In order to find applicable terms and conditions, enter a T&C Name  and select other search criteria 
from drop-down menus.

The following criteria are available:

T&C Name — Enter search text

IC(s) - Open the drop-down menu and use the checkboxes to select IC(s). Note: The drop-down 
shows only the ICs for which you have the TERMS_CONDITIONS_READONLY_ROLE or 
TERMS_CONDITIONS_ADMIN_ROLE.

Grant Program (PCC) - Open the drop-down menu and use the checkboxes to select the 
program(s)

Section Name — Open the drop-down menu and use the checkboxes to select the section(s) (i.e., 
Remarks, Special Terms, Special Conditions, and Standard Terms and Conditions)

Fiscal Year — Open the drop-down menu and use the checkboxes to select the fiscal year(s)

FOA — Open the drop-down menu and use the checkboxes to select the FOA

Award Type — Open the drop-down menu and use the checkboxes to select the award type(s)

Current Status — Open the drop-down menu and use the checkboxes to select the term status 
(i.e., Active Only or Active and Inactive)

Agency Acronym — Indicates the name of your agency

Enter your search criteria and click Search, or click reset form to clear all search criteria.

The results will appear in the search results grid, and the Search Criteria strip above the search 
results grid shows the  criteria used for the current search.

Search Results

You can click the arrows at the top of each column to sort the search results by that criteria, or type 
text in the Filter box and immediately see the filter text highlighted in yellow in every place it 
occurs in the results.
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5.2   Working in the Search screen
depending on your use role, you can perform certain other functions (e.g., add new terms and 
conditions to the catalog, copy, edit, delete, deactivate, and activate terms) in the Search Terms and 
Conditions screen.

 

 

Click the Add New T&C button  at the top right of the screen to go to the Manage 
Terms and Conditions screen and add a new term  to the Terms Catalog.

NOTE: This button is only available if  you have the TERMS_CONDITIONS_ADMIN_ROLE 
for an IC

And you can also use the following controls to perform additional term management actions in the 
search screen: 

Activate, Deactivate and Delete in bulk 

Use the checkboxes in the far left column of the search grid to select terms and conditions, then use 
the buttons (i.e., Activate Selected, Deactivate Selected, and Delete Selected T&C) at the 
bottom of the search grid to perform bulk actions on the selected terms and conditions.

NOTE: These action buttons are only available if you have the TERMS_CONDITIONS_
ADMIN_ROLE for all the ICs that the selected terms belong to.
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Action menu

Use the drop-down Action menu at the right end of each row to perform these actions on 
individual terms and conditions.

 l View Details — View details of the term in a the Terms and Conditions Details screen.
 l Grant Report — Open the View Grant Assignments screen to see a list of all grants to 

which this term has been assigned.
 l Copy — Open a copy of the term in the Manage Terms and Conditions screen.
 l Edit — Edit the term in the Manage Terms and Conditions screen.
 l Activate/Deactivate — Toggle the term between active and inactive status.
 l Delete — Delete the term

NOTE: These actions are not available to all users: 

 o The View Details and Grant Report actions are available to all users.
 o But the Copy action is only available if you have the TERMS_CONDITIONS_ADMIN_

ROLE on at least one of the ICs the term belongs to.
 o And the Edit, Activate/Deactivate, Grant Report and Delete actions are only available if 

you have the TERMS_CONDITIONS_ADMIN_ROLE for all the ICs the term belongs to.

5.3   Manage Terms and Conditions
Use this screen to manage the terms in the catalog (i.e., add new terms and edit existing terms).
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Use this screen to add/edit the following term properties:

T&C Name —Enter  the term name

IC(s) — Open the drop-down menu and use the checkboxes to select IC(s). Note: The drop-down 
shows only the ICs for which you have the TERMS_CONDITIONS_ADMIN_ROLE.

Grant Program (PCC) - Open the drop-down menu and use the checkboxes to select the 
program(s). Note: The drop-down options will be dependent on the IC(s) selected

Section Name — Open the drop-down menu and use the checkboxes to the section(s) (i.e., 
Remarks, Special Terms, Special Conditions, and Standard Terms and Conditions)

Fiscal Year — Open the drop-down menu and use the checkboxes to select the fiscal year(s).

FOA — Open the drop-down menu and use the checkboxes to select FOA(s)

Award Type — Open the drop-down menu and use the checkboxes to select award type(s)

Current Status — Click the checkbox to unselect the default status (i.e., Active)

Content — Type or copy and paste the content of the term into the editing field. There are three 

paste options (i.e., Paste, Paste as Plain Text, and Paste from Word: ) . 

You can use the toolbar controls to create formatted text and use the Source button   to toggle 
between formatted text and plain text. If you are pasting content with formatting, then the best 
practice would be to Paste as Plain Text   and apply formatting (e.g., bullets) in TCM.
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Working in this screen

Use this screen to perform the following actions:

5.3.0.1  Add Terms and Conditions

When you click the Add New T&C button in the Search Catalog screen, this screen opens (i.e., 
Add New T&C Display) with blank fields. Enter term properties described above and click Save 
to add the new term to the Terms Catalog; the T&C Name, IC(s), and Section Name fields are 
required.

5.3.0.2  Copy Terms and Conditions (i.e., clone)

When you select the Copy action in the Search Catalog screen's Action menu, a copy of the 
term opens in this screen. (i.e., Copy Display). 

When you copy an existing term, all the term's attributes appear in this screen except the T&C 
Name, which is replaced with “Clone of [Existing Term Name].”

Give the term a new name and edit the other properties as needed, then click Save.

5.3.0.3  Edit Terms and Conditions 

When you select the Edit action in the Search screen's Action Menu, The term opens in this 
screen. (i.e., Edit Display).

When you edit  an existing term, all the term's attributes appear in this screen.

edit the term properties as needed, then click Save to save the term or click Reset to clear all fields.

At any time you can click Back to Search   to return to the Search Terms and Conditions Screen.

Terms and Conditions Details

The Terms and Conditions Details screen displays the properties assigned to a particular term by 
the Terms Manager. 

This screen opens when you click View Details   in the Manage Terms and Conditions screen 
Action menu.
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5.3.0.4  Working in the Terms and Conditions Details Screen 

Use this screen to view the details of an individual term.  

You can also click Back to Search to go back to the Search Terms and Conditions screen or click 
Edit to edit the term in the Manage Terms and Conditions Screen. 
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6 Assign Terms
6.1   Step 1: Search for  Terms
When you click the Access Terms button for a grant in the Grants Management (GM) module's 
Terms tab, or choose to Assign Terms to one or more grant awards in the Search for Grant 
Awards screen, the Search for Terms screen opens, as shown below.

Use this screen to search for terms to assign to the selected grant(s). See instructions below.
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Header Information

The header area of the screen lists the grant you're working with. 

And if you're applying bulk terms to multiple grant awards selected in the Search for Grant 
Awards screen, you can click the View Selected Awards banner to see the awards you've selected:
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Browse Terms

The Search for Terms screen opens in browse mode, showing active terms for your IC.

You can click the arrows at the top of each column to sort the search results by that criteria, or type 
text in the Filter box and immediately see the filter text highlighted in yellow in every place it 
occurs in the results.

Advanced Search 

For active searching, click Advanced Search Options to open the Advanced Search display and 
enter search criteria.

In this display you can type search text in the T&C Name text box and select other search criteria 
from drop-down menus.

The following criteria are available:

T&C Name — Enter search text

IC(s) — Open the drop-down menu and use the checkboxes to select IC(s). Note: The drop-down 
shows only the ICs for which you have the TERMS_CONDITIONS_ADMIN_ROLE.

Grant Program (PCC) - Open the drop-down menu and use the checkboxes to select the 
program(s)
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Section Name — Open the drop-down menu and use the checkboxes to select a section (remarks, 
special terms, special conditions, and so on)

Fiscal Year — Open the drop-down menu and use the checkboxes to select the fiscal year(s).

FOA — Open the drop-down menu and use the checkboxes to select FOA(s)

Award Type — Open the drop-down menu and use the checkboxes to select award type(s)

Current Status — Open the drop-down menu and use the checkboxes to select term status (active 
or inactive)

Agency Acronym — Indicates your agency

Enter your search parameters and click Search. The results will appear in the search results grid, 
and the Search Criteria strip above the search results grid shows the  criteria used for the current 
search.
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Select Terms

 1. Review the search results and use the checkboxes on the left column of the grid to select 
terms and conditions, then click Next to assign them to the selected grant(s).

 2. The Manage Selected Terms window opens. See Step 2: Manage Selected Terms.
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6.2   Step 2: Manage Selected Terms
When you select and assign terms in the Step 1: Search for Terms screen, the selected terms appear 
in this screen, organized by FOA section as shown below.

Use this screen to add, remove or edit selected terms and assign them to the selected grant(s). See 
below for instructions
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Header information

Note the Success banner at the top of the screen that tells you how many terms were added, and 
lets you know if any duplicate terms were omitted in this operation. The header area also identifies 
the selected grant(s), as shown here: 

If you're applying terms to a single grant, the grant is identified just below the banner:

And if you're applying bulk terms to multiple grant awards selected in the Search for Grant 
Awards screen, you can click View Selected Awards to see the awards:

Follow these steps to manage the selected terms and continue with the assignment:

 1. Review term content.

 2. If all term content is acceptable, click the Next button to see the terms in their final form and 
review terms assignment results in the Step 3: Preview Selected Terms screen. 

 3. If term content is not acceptable, take one of these actions to correct it:
 o Add New Term for this Award — Click this button at the top of the screen to add a 

new term for this grant only (that is, without adding it to the term catalog) in the Add 
Terms and Conditions screen.

 o Start Over — Click this button to clear all assigned terms and return to the Search for 
Terms  screen to perform a new search.

 o Search for Terms  — Click this button to keep all the assigned terms and return to the 
Search for Terms screen to search for additional terms.
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 o View/Edit  — Click this button to edit a term's content or set up tracking in the  Edit 
Term Content and Tracking screen.

 o Remove  — Click this button to remove a term. 

 o If you wish, you can drag-and-drop terms to change the order of terms within a 
section (you can't move terms between sections). 

 4. When you have finished editing and ordering the term content, click Next   to see the terms in 
their final form and review terms assignment results in the Step 3: Preview Selected Terms 
screen.  
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6.3   Step 3: Preview Selected Terms
When you click Next in the Manage Selected Terms screen. the system performs  certain 
validations and the Preview Selected Terms screen opens to summarizes the changes you are about 
to make, as shown here:

At the top, this screen reports any items that were flagged during these validation checks:

 o Duplicative Terms: If you have selected any terms that have already been 
assigned to the grant, these checkboxes let you choose how to handle such 
duplicates: Keep the existing versions, or replace them with the terms in this 
batch.

 o Due Dates: If any tracked term has an invalid due date, this section notifies you 
of the problem. You can still proceed with the term assignment, but if you set 
up term tracking, it will not be applied to the awards with invalid due dates. 
Click Yes to proceed or click No to proceed but disregard term assignments 
with invalid due dates.

 o WIP Status: You can only assign terms to awards that are in WIP status. But if 
any awards are not in WIP status, these checkboxes give you the option to 
automatically change all awards to WIP status. Click Yes to move all awards to 
WIP and assign the selected terms, or click No to proceed but exclude the terms 
to the affected awards.
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 o Budget Period : If the Budget Period  has expired for any of the selected 
awards, this section notifies you of the problem. You can still proceed with the 
term assignment, but if you set up term tracking, it will not be applied to the 
affected awards. Click  Yes to proceed or click No to proceed without applying 
tracking to terms on the affected awards.

Below the validations, his screen lists the grants to which the selected terms will be 
applied. 

For each grant, you can click the  + icon next to the grant number to expand the 
item and  display the Terms and Conditions Assignment Results table and a formatted 
preview of the terms as they will appear in the FOA, as shown here:
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Follow these steps to complete the term assignment:

 1. Review the assigned terms. 
 2. If you want, you can use the buttons at the top of the screen to perform these 

actions:

 o Start Over — Clear all assigned terms and return to the Step 1: Search for 
Terms to Assign screen to perform a new search.

 o Manage Selected Terms — Return to  the Step 2: Manage Selected Terms 
screen to add or remove terms or edit their text.

 o Search for Terms  — Keep the assigned terms and return to the Step 1: Search 
for Terms to Assign screen to search for additional terms.

 o Export to Excel — Click to export the terms assignment results to Excel. This 
is useful if you need to use the terms assignment results outside of the system. 
Note: You can also opt to perform this export in the next step.

 3. If term content is acceptable, click Assign Terms to complete the assignment. 
And if you have not already exported term assignment results to Excel, first 
click the Export checkbox to perform the export and then complete the 
assignment.

IMPORTANT: Click the Reminder: Export to Excel the Results List if necessary  if 
you want to save the terms assignment results in Excel form.

 4. When you click Assign Terms, the Step 4: Terms Assignment Confirmation 
screen opens. 
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6.4   Step 4: Terms Assignment Confirmation
When you successfully assign terms  in the Preview Selected Terms screen, the Term Assignment 
Confirmation screen opens, as shown here:

This screen lists the grants to which the selected terms were applied. For each grant award, this 
screen displays Award Number, Organization Name, Budget Period Start Date and End Date, and 
Number of Terms to be applied.

 1. For each grant, you can click the + icon to expand the item and display the Terms and 
Conditions Assignment Results, as shown below. 

The Assignment Results table shows you exactly how each term assignment was handled for this 
grant. And below the results table, you can see all the terms in their final form, as they will appear 
on the NOA.

 2. Review this material for each grant, then click Close to complete the term assignment and 
close the screen. 
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6.5   View Grant Assignments for Terms and Conditions
When you select the Grant Report action in the Terms Catalog Action Menu, this report opens,  
listing all grants that this term has been assigned to.
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7 Grant Portfolio tab
7.1   Search for Grants
Click the Grant Portfolio tab to open the Search for Grants screen, as shown below.

Use this screen to search for grant awards and assign and manage tracked terms and conditions. 

NOTE: You can only access this screen if you have the TERMS_TRACKING_ADMIN_ROLE.

Browse Mode

The search screen opens in browse mode showing grants with unresolved terms and conditions 
that are assigned to you as Grants Management Officer (GMO) or Grant Specialist (GS). (Use the 
Assigned Grants and  All Grants buttons at the top right to toggle between showing all grants for 
your IC or only just grants assigned to you. 

You can click the arrows at the top of each column to sort the search results by that criteria, or type 
text in the Filter box and immediately see the filter text highlighted in yellow in every place it 
occurs in the results.

7.1.0.1  Active Search 

For active searching, click Advanced Search Options to  open the Advanced Search display, as 
shown here:   
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Type search terms in the text fields and select other search criteria from drop-down 
menus. The following criteria are available:

 o Activity Code — Open the drop-down menu and use the checkboxes to select 
activity codes.

 o Grant Program (PCC) - Open the drop-down menu to expose a search field 
and use the checkboxes to select programs.

 o T&C Name — Enter all or part of term or condition name.
 o Continuation Status — Open the drop-down menu and select a status.
 o Continuation Submission Range — Select beginning and end dates to search 

by the date the continuation was submitted.
 o IC(s) — Open the drop-down menu and click to select IC(s). Note: The drop-

down shows only the ICs for which you have the TERMS_TRACKING_
ADMIN_ROLE.

 o PD/PI Name — Enter all or part of PD or PI name.
 o Terms Tracking Status — Open the drop-down menu and select Not 

Tracked, Unresolved, Resolved, Closed, In-Review or Archived to search for 
grants that have terms with the selected status.
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 o Continuation Open Date Range — Select beginning and end dates to search 
by continuation open date.

 o Continuation Due Date Range — Select beginning and end dates to search 
by continuation due date.

 o  l Include expired Grants — Click to include expired grant segments in 
the search.

 o Serial # — Enter all or part of the grant serial number.
 o Grants Specialist GS) — Open the drop-down menu to expose a search field 

and use the checkboxes to select the Grants Specialists. Note: If you are a GS, 
your name is selected by default. 

 o Budget Period Start Range — Select beginning and end dates to search by 
budget period start date.

 o Budget Period Start Range — Select beginning and end dates to search by 
budget period start date.

 

Search Results

You can click the arrows at the top of each column to sort the search results by that criteria, or type 
text in the Filter box and immediately see the filter text highlighted in yellow in every place it 
occurs in the results.
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Multi-Select

 1. Use the checkboxes on the left side of the grid to select grant records you want to take action 
on.

 2. You can select records row by row, and/or click the multi-select menu above the checkboxes 
to use one of these options:
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 l Check All — Select all records on all pages of the search results, including any 
records that are hidden by the filter function.

 l Uncheck All — Clear all selections on all pages of the search results, including 
any records that are hidden by the filter function.

 l Check All Visible — Select only the records are visible on this page of the 
results: Records that are hidden by the filter function are not selected.

 l Uncheck All Visible —  Deselect only the selections that are visible on this 
page of the results: Selected records that are hidden by the filter function are not 
deselected.

 l Or click row-by-row to deselect individual records.

The counter above the grid will tell you how many rows you've selected:

 

IMPORTANT: Note that any selections you make are persisted as 
long as you remain in the search screen: You can move through the 
pages of results, selecting records on multiple pages, and all the records 
will stay selected until you navigate away from the search screen or 
perform one of these deselect actions:

 3. Next: When you have selected the grant records you want, follow the instructions below to 
Assign Terms or Generate Correspondence or to export the records.

Generate Correspondence

Follow these steps to select grant records and send 2-way bulk correspondence to the selected 
grantees:
Note: You can select up to 3000 records at a time.

 1. Use the checkboxes as described above to select one or more grants. 
 2. Then click the Generate Correspondence button to compose and send the message in the 

Selected Grant Details screen. See Generate Correspondence 
 3. for more information.

Other Actions

Click the Action buttons in the grid to perform these actions on individual grant records:
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 l  Export to Excel — Click to download the search results as an Excel file: A dialog box will 
open, giving you the option to open or save the file.

 l Click the  folder icon to open the grant folder.

 l Click the  plus icon to expand a grant to see it's Continuation History and manage or return 
its continuation applications.

 l Or click the three-dot ellipsis icon  to open the Action drop-down menu to take one of 
the following actions on a grant record:

 o View Terms Tracking — Open the View Terms Tracking Details screen, where you can 
view and manage term tracking for the grant.

 o Change Continuation Dates — Open the Manage Continuation Schedule screen, where 
you can  change the open dates and due dates of this grant's future support years.

 o FFR Validation — View and validate the grantee's Federal Financial Report (FFR). See 
FFR Validation.

 o Return Continuation — Open the Return Continuation screen to return a continuation 
application to the grantee.

7.2   FFR Validation
When you click the  FFR Validation button for a grant in the Grant Portfolio tab, or in the Grants 
Closeout module, the FFR Validation screen opens, as shown below 

Users with the FFR_Reconcile_Admin user role can view and validate the grantee's Federal 
Financial Report (FFR). Users with the GMM_FFR_USER role have view access only.
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Note: Click here to open a larger version of this image in a popup window. (click outside the pop-
up to close it.)

Actions

 l Use the Year # checkboxes to select the award years you want to view.

 l Click the  plus icons or the Expand All Rows button to open the report sections; click the 

 minus icons or the Collapse All Rows button to close them. 

 l For FFRs with Received or In Review status, Click the  PDF icon to open the FFR  in the 
FFR module, where you can view and accept or reject it.

 l If no FFR has been submitted for a given year, you can manually enter data in this screen to 
complete the FFR. Click Save when you're finished.

 l Click Overwrite if you want to correct any of the FFR data for an award year. Then click 
on the field you want to change and enter the new amount. 
 Click Cancel Overwrite to turn overwriting off.

 l Click Export to Excel to save the FFR data as an Excel file.
 l Click Validate to validate the data for an award year. Click Un-Validate to reverse a 

validation.
 l When you're finished making changes click Save, or click Cancel to discard your changes 

and return to the Grant Portfolio.

Note: If a new FFR is received after that year's FFR data has been validated or while 
overwrite mode is turned on, an indicator will appear on the screen: 
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7.2.0.1  Set Carryover Amount

 1. To  set an award carryover amount, expand the D. FFR Tracking Information section as 
shown below

 2. Then enter an Intent to Carry over Request and/or Intent Actual Carryover Amount or 
Formal Carryover Request and/or Formal Actual Carryover Amounts. 

 3. After you click Save, the percentage will be calculated.

NOTE: You can enter the request amount in the Intent to Carryover Request and the Intent Actual 
Carryover Amount fields, or in the Formal Carryover Request and Formal Actual Carryover 
Amount fields, but not in both the 'Intent' and the 'Formal' fields.

 

7.2.0.2  Add Comments

To add comments about the FFR, click the Comments button and enter them in the Comments 
History screen, as shown below.

Then click Save Comments.
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About the FFR Validation screen

The data on the FFR Validation screen represents a single segment (project period) of a grant. Data 
for each support year is aggregated to include all awards (NOAs) and Document Numbers in a 
single column for the grant number. (At the time of this document creation, Multi-year grants and 
No Cost Extensions that require multiple FFR reports will be aggregated into the single support 
year. SAMHSA has requested changes and this document will be updated as changes are 
implemented.)

 A. Section A displays data from FFR Module in eRA Commons.
 B. Section B displays the data reported by the Grantee on the FFR. Note that existing DFC and 

MFP grants were grandfathered in to report a cumulative amount across the grant family. 
This behavior for DFC and MFP grants may change in the future.

 C. Section C displays data calculated based on Section B (support year data minus previous 
support year data) 

 D. Section D displays data based on UOB from Section B (B6), Offset from Section F (F5), 
and user entered data

 E. Section E displays data from eRA Pay Plan (Continuation Funding Form Document)
 F. Section F displays data from the NOA
 G. Section G displays data from the NOA and the FFR
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 H. Section H displays user entered data
 I. Section I displays data from the NOA and user entered data

 

Calculation Examples

NOTE: Examples are given for validating Support Year 03 – see annotated screen shot below.
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Note: Click here to open this image as a pdf in a popup window. (click outside the pop-up to close 
it.)

Annotations:

 1. Section C Item E: Fed Share of Expenditures for a support year equals Section B Item E: 
Fed Share of Expenditures for a support year minus Section B Item E: Fed Share of 
Expenditures for the previous support year 
[B3(03) – B3(02)]

 2. Section C Item F: Fed Share Unliquidated Obligations equals Section B Item F: Fed Share 
Unliquidated Obligations for a support year minus Section B Item F: Fed Share 
Unliquidated Obligations for the previous support year
[B4(03)]

 3. Section C Item G: Total Federal Share equals Section B Item G: Total Federal Share for a 
support year minus Section B Item G: Total Federal Share for the previous support year 
[B5(03) – B5(02)]

 4. Section C Item L: Total Fed Share of Program Income Earned equals Section B Item L: 
Total Fed Share of Program Income Earned for a support year minus Section B Item L: 
Total Fed Share of Program Income Earned for the previous support year 
[B7(03) – B7(02)]

_______________________________________________________

 5. Section D Available Unobligated Balance equals Section B Item H: Unobligated Balance of 
Fed Funds (D - G) for a support year minus Section F Offset Amount for the next support 
year 
[B6(03) – F5(04)]

 6. Section D Intent to Carryover Request (<=25%) percentage equals Section D Intent to 
Carryover Request (<=25%) amount for a support year divided by the sum of Section F 
Total Amount for this Budget Period for the support year plus Section F Offset Amount for 
the support year 
[D2(03)/(F1(04) + F5(04))]

 7. Section D Intent Actual Carryover Amount percentage equals Section D Intent Actual 
Carryover Amount for a support year divided by the sum of Section F Total Amount for this 
Budget Period for the support year plus Section F Offset Amount for the support year 
[D3(03)/(F1(04) + F5(04))]

 8. Section D Formal Carryover Request (>25%) percentage equals Section D Formal 
Carryover Request (>25%) amount for a support year divided by the sum of Section F Total 
Amount for this Budget Period for the support year plus Section F Offset Amount for the 
support year 
[D4(03)/(F1(04) + F5(04))]

https://era.nih.gov/files/FFR_Calculation_examples.pdf
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 9. Section D Formal Actual Carryover Amount percentage equals Section D Formal Actual 
Carryover Amount amount for a support year divided by the sum of Section F Total Amount 
for this Budget Period for the support year plus Section F Offset Amount for the support 
year 
[D5(03)/(F1(04) + F5(04))]

 10. Section D Remaining Unobligated Balance (Cumulative) equals Section D Available 
Unobligated Balance minus Intent Actual Carryover Amount (if not available then Intent to 
Carryover Request (<=25%)) OR Formal Actual Carryover Amount 
[D1(03) – [(D3(03) or D2(03)) OR (D5(03))]]

 11. Section D Unobligated Balance (Budget Period) equals Remaining Unobligated Balance 
(Cumulative) for the support year minus Section F Offset Amount for the support year after 
the next support year 
[D6(03) – F5(05)]

________________________________________________________

 12. Section F Cumulative Amount for this Project Period equals Total Amount for this Budget 
Period for the support year plus Cumulative Amount for this Project Period for the previous 
support year
[F1(03) + F2(02)]

 13. Section F Less Unobligated Balance equals the sum of Carryover Amount for the support 
year plus Offset Amount for the support year 
[F4(03) + F5(03)]

_______________________________________________________

 14. Section G Calculated Current Year equals Section G Item J: Recipient Share of 
Expenditures for the support year minus Section G Item J: Recipient Share of Expenditures 
for the previous support year 
[G3(03) – G3(02)] 

 15. Section G Minimum Match Required equals Section G Match Schedule ratio for the support 
year multiplied by Section C Item G: Total Federal Share for the support year 
[C3(03) x G1(03)]

 16. Section G Difference (Calculated Current Year - Minimum Match Required) equals Section 
G Item J: Recipient Share of Expenditures for the support year minus Section G Minimum 
Match Required for the support year
[G3(03) – G5(03)]

_______________________________________________________

 17. Section I CAN Total equals the sum of CAN Expenditures for all years 
[I2(01) z + I2(02) z + I2(03) z]
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7.2.0.3  Validations completed by the system:

 1. Error: The grantee's expenditures exceeded the total federal funds authorized.
 2. Error: The total expenditures reported for this budget period exceed the total amount 

authorized (Award, Offset, and Carryover) for the budget period by [difference].
 3. Error: The total carryover amount entered cannot be greater than the Available Unobligated 

Balance.
 4. Error: The intent carryover amount entered exceeds 25%.
 5. Warning: The formal carryover amount entered is less than 25%.
 6. Warning: The sum of the CAN expenditures does not equal the amount entered in 

Disbursements.
 7. Warning: The grantee did not meet the match requirement. 

 

7.3   Manage Continuation Schedule
When you click the  Change Continuation Dates button for a grant in the Search for Grants 
screen, the Manage Continuation Schedule screen opens, as shown below.

By default, the open date of a grant year is 6 months prior to the next budget period end date, and 
the due date is 3 months prior to budget period end.

Use this screen if you want to change the open dates and due dates of future grant years.
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 1. To change the continuation schedule, find the support year you want to change and click 
one of the date fields and select a new open date or due date.

 2. Then click Save to save the change.

Notifications

 l  Open Date (On the open date for the grant's next continuation year, GM sends a 
notification to the grantee's PD/PI and Business Official.

 l Due Date GM also sends a notification one month prior to  the continuation due date, and 
another one day after the due date.
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8 Grant Awards tab
8.1   Search for Grant Awards 
Click the Grant Awards tab to open the Search for Grant Awards screen, as shown below.

Users with the TERMS_CONDITIONS_ADMIN or TERMS_TRACKING_ADMIN user role 
can use this  screen to search for and select one or more grant awards, and then click the Actions 
buttonn at the bottom of the screen to perform one of these bulk operations on the selected grant 
records:

 l  Assign Terms — Assign terms to the selected grants
 l  Generate Correspondence— Send bulk correspondence to the selected grantees

See below for instructions.

 

Note: If your search returns a large number of results, the Workflow Status and 
Assigned/Tracked Terms columns may not be displayed.
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Browse Mode

The search screen opens in browse mode showing all grant awards that are assigned to you as 
Grants Management Officer (GMO) or Grants Specialist (GS).

(Use the Assigned Active Awardsand  All Active Awards buttons at the top right to toggle 
between showing all active awards for your IC or just awards assigned to you.)

Active Search 

For active searching, click Search Options to   to open the Search Options display, as shown here: 

Search Options

In this display you can type search criteria in the text fields or select criteria from the drop-down 
menus.

The following search criteria are available:

 l Application Type — Open the drop-down menu and use the checkboxes to select 
application type(s)

 l Activity Code — Open the drop-down menu and use the checkboxes to select activity 
codes(s)

 l IC(s) —  — Open the drop-down menu and use the checkboxes to select IC(s)
 l Serial # — Enter grant serial number
 l Support Year — Enter support year
 l Suffix Code — Enter suffix code
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 l Grantee Organization Name — Enter name
 l Grant Program (PCC) - Open the drop-down menu to expose a search field and use the 

checkboxes to select programs.
 l Application ID — 
 l Status Code — 
 l Fiscal Year — 
 l RFA/PA — 
 l Budget Period Start Range, Budget Period End Range— Select beginning and end 

dates to search by budget period date.
 l Council Date — 
 l Closeout Status — 

 l Project Period Start Range, Project Period End Range— Select beginning and end 
dates to search by project period date.

 l Submission Date Range, From To— Select beginning and end dates to search by the 
received date (grantee-initiated applications) or created dates (grantor-initiated applications) 
on applications/grants.

 l Grants Specialist GS) — Open the drop-down menu to expose a search field and use the 
checkboxes to select Grants Specialists. 
Note: If you are a GS, your name is selected by default. 

 l T&C Name — Enter all or part of term or condition name.
 l Amendment Type  — 
 l Amendment Status — Search for post-award amendment records that are in the selected 

workflow status.
 l PD/PI Last Name — Enter all or part of PD/PI name.
 l Terms Tracking Status — Open the drop-down menu and select Not Tracked, 

Unresolved, Resolved, Closed, In-Review or Archived to search for grants that have terms 
with the selected status.

 l Continuation Status  — Search for continuation records that are in the selected workflow 
status

8.1.0.1  Filtering

Click the checkboxes to filter by these properties:

 l Include expired segments
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 l WIP Exists — This property is important because you can only assign terms to grants that 
are in WIP status. 
However, during the term assignment process you will have the opportunity to  change all 
selected awards to WIP status 
if they are not in WIP status already.

 l Follow-up Required
 l Multi-Year Funded
 l Multiple PD/PI

Enter the desired search criteria and filters and click the Search button. TCM displays the search 
results and lists the criteria used 
in the search, as shown above.

 

 

Working with the Search Results:
Multi-Select

 1. Use the checkboxes on the left side of the grid to select grant records you want to take action 
on.

 2. You can select records row by row, and/or click the multi-select menu above the checkboxes 
to use one of these options:

 l Check All — Select all records on all pages of the search results, including any 
records that are hidden by the filter function.

 l Uncheck All — Clear all selections on all pages of the search results, including 
any records that are hidden by the filter function.



Terms and Conditions

Grant Awards tab 93 Aug 6, 2020

 l Check All Visible — Select only the records are visible on this page of the 
results: Records that are hidden by the filter function are not selected.

 l Uncheck All Visible —  Deselect only the selections that are visible on this 
page of the results: Selected records that are hidden by the filter function are not 
deselected.

 l Or click row-by-row to deselect individual records.

The counter above the grid will tell you how many rows you've selected:

 

IMPORTANT: Note that any selections you make are persisted as 
long as you remain in the search screen: You can move through the 
pages of results, selecting records on multiple pages, and all the records 
will stay selected until you navigate away from the search screen or 
perform one of these deselect actions:

 3. Next: When you have selected the grant records you want, follow the instructions below to 
Assign Terms or Generate Correspondence or to export the records.

Assign Terms

You can select up to 3000 grant awards and assign terms to them in bulk:

Use the checkboxes as described above to select one or more grants, then select  Assign Terms 

from the Actions drop-down menu at the bottom of the screen:  to  
begin assigning terms in the Step 1: Search for Terms screen.

Generate Correspondence

Follow these steps to select grant awards and send 2-way bulk correspondence to the selected 
grantees:
Note: You can only select grants that have been awarded, and you can select up to 3000 records at 
a time.
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 1. Use the checkboxes as described above to select one or more grants.
 2. Then select  Generate Correspondence from the Actions drop-down menu ath the bottom 

of the screen:  to compose the message in the Selected Grant 
Details screen. For more information see Generate Correspondence.

Other Actions

 l Click the Export button  above the grid to print or export the selected grant records as 
an Excel or PDF file: A dialog box will open, giving you the choice to open or save the file.

 l Click the  folder icon to open the grant folder

 l Click the  mail icon  next to the PD/PI name to send email to  individual grantee. Note: 
When you send a message to the PD, the BO and SAMHSA Correspondence Email 
Address are automatically entered in the CC field. And a  copy of the sent message is 
available in the Grant Folder Correspondence  tab.

 l Or click the three-dot ellipsis icon below the award number  to open the Action drop-
down menu to perform one of the following actions on that grant record:
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 o e Assign Terms — Assign terms to the selected grant.
 o Manage Award — View and edit award details in the Grants Management Manage Grant 

screen. 
 o View Terms Tracking — View and manage term tracking for the grant in the View Terms 

Tracking Details screen.
 o View Grant Portfolio  — View this grant in the Grant Portfolio screen, where you can setup 

term tracking and manage the continuation schedule.
 o View Correspondence History — View the history of all correspondence with the grantee, 

as shown here:
 o the Generate Correspondence — Compose a message in the Selected Grant Details 

screen. See Generate Correspondence

In this screen you can click View to view the correspondence, or click Cancel to 
cancel a pending send operation.

 

NOTE: You can only access this screen if you have the TERMS_CONDITIONS_ADMIN_
ROLE or the TERMS_TRACKING_ADMIN_ROLE.

https://inside.era.nih.gov/erahelp/GM/default.htm#Modify_Grant/Manage_Grant_scr.htm
https://inside.era.nih.gov/erahelp/GM/default.htm#Modify_Grant/Manage_Grant_scr.htm
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9 View Terms Tracking Details
When you click the View Terms Tracking action in the Grant Portfolio tab or Grant Awards tab, 
the   View Terms Tracking Details screen opens, as shown below. (You can also launch this screen 
from the Grant Folder's Award Terms tab, or from a PMM grant summary.)

This screen shows the current tracking status of all terms assigned to the grant, sorted by Budget 
Period.

Users with the following role combinations can use this screen to access terms tracking properties 
for the grant:  

 o TERMS_TRACKING_ADMIN_ROLE together with  GM_MANAGER_ROLE or GM_
WORKUP_ROLE  — Can view term details and manage terms tracking properties.

 o TERMS_TRACKING_PROGRAM_ROLE together with PROGRAM_OFFICIAL or 
PROGRAM_ANALYST role — Can view term details and add comments to terms.

 o TERMS_TRACKING_READONLY_ROLE with any of the GM or Program role — Can 
view term details.
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About this screen:

At the top of the screen you can see the organization name, core grant number (i.e., activity code, 
IC, and serial number), grant program or Program Class Code (PCC), and project title as well as 
the current federal and grantee points of contact.

At the bottom of the screen, there are tabs for each awarded Budget Period, with the Budget Period 
Start and End Dates listed. Click a tab to view the terms aligned to awards in that support year.

Enter a keyword in the Filter field  to show only rows that include the filter text. 

Actions

 l Back to Search — Click Back to Search to return to the grant search results. 
 l Click the Submission History button to view the history of all documents submitted for all 

terms on the grant (if any submissions exist). See Submission History for more information.
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 l Or click the Action button to perform one of these actions on a term:

 o Edit Term Tracking — Grants staff, click to edit the term's tracking attributes in the Setup 
and Edit Terms Tracking screen. 

 o Comment History — View all comments about the term or add your own comment in the 
Comment History screen.

Grid Columns

There is a row for each term applied to a NoA from the Terms Catalog.  Each row includes the 
following columns:

 l Term Name: This column indicates the term name that should match the term name that 
was applied to the NOA

 l Award Number: This column indicates the full award number under which the term was 
awarded.  In addition, there is a link to the Grant Folder

 l Next Due Date: This column indicates the next chronological due date for a term that 
already has tracking attributes; if there are multiple due dates, select the plus sign to view in 
the expansion area.  If the term does not have tracking attributes, then N/A will be displayed

 l Submission Date: This column indicates the date that the grantee submitted materials in 
response to a due date (Note: If the grants staff returns the grantee submission, this field is 
cleared)

 l Removal Date: This column indicates the date that the federal grants management staff 
deemed the term requirement resolved

 l Status: This column indicates the status of that particular term.  Options include: Not 
Tracked (i.e., tracking attributes were not set up), Unresolved (i.e., tracking attributes were 
set up, but haven’t been resolved yet), Resolved (i.e., tracking attributes were set up and they 
have been resolved), and Archived (Unresolved) (i.e., tracking attributes were set up, they 
were not resolved, the budget period end date has passed, and the system automatically 
updated the status)

 l  Actions: Click the Edit Term Tracking button in this column to view and edit term 
tracking details. See Setup and Edit Terms Tracking. 

You  can sort by any column except  Actions.
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Grid Expansion Area

Click the  plus icon next to a term name to see additional information about the term, such as the 
due dates of term tasks  and the user roles who are receiving notifications about term activity, as 

shown below. Click the   minus icon next to the term name to close the expansion area.

Actions

Click the Action button in the expansion area to choose one of these actions for a term task:

 o View Grantee Submission — Click to view the current grantee attachments for this term 
due date, consolidated intro a single PDF.  To view all current and past grantee submissions 
for this Budget Period, go to  the Submission History screen. 

 o Return Submission — Click to return the submitted attachments to the grantee for 
corrective action. The Return Submission dialog opens.
Note: This action is only available if there is a grantee submission and the term due date 
status is Unresolved or Archived (Unresolved) on expired Budget Period.
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 o Grantor Attachments — This action is available to grants staff only; click  to attach a 
document to the term or to view and edit existing attachments in the Additional Materials  
screen. Grantor attachments are not visible to the grantee.

 o  

 

9.1   Setup and Edit Terms Tracking
When you click the  Edit Terms Tracking button in the View Terms Tracking Details screen, the  
Setup and Edit Terms Tracking screen opens, as shown below.

Click  the Back to View Terms button to return to the View Terms Tracking Details screen. 

Grants Management users can use this screen to setup or edit tracking attributes for the term.

Program users can view tracking details and add comments.

At the top of the screen you can see the organization (i.e., institution) name, term name, award 
number, budget period start and end dates, and the term content. Note that the term content is not 
editable. 

See below for instructions on setting up tracking.
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To Set up Tracking:

if tracking has not been set up for the term, The  Setup Tracking button will be 
present. Click it to begin tracking. The tracking attributes sections of the screen become editable. 
Configure the tracking attributes as described below. 

To Edit Tracking

If tracking has already been set up for the term, the tracking attributes sections of the screen will be 
editable. Configure the  tracking attributes as described below. 

To Remove Tracking 

If tracking attributes have been set up for the term, the Remove Tracking button 
will be present. Click it to clear all tracking attributes. 
But note: If there is a due date with a Resolved status, then the system will not allow you to 
remove tracking: You must first change the status to Unresolved before you click Remove 
Tracking. 

Tracking Attributes

You can set the following tracking attributes:

Attribute Description

Staff to notify upon receipt

Use the checkboxes to send a 
notification email  the GMS and/or PO  
when the grantee submits materials in 
response to this term (i.e., a  
submission date has been entered for 
this term). For more information, see  
Notifications.

Grantee personnel to notify upon 
receipt

Use the checkboxes to send a 
notification email to the PD/PI and/or  
BO when the status of the term task 
changes to In-Review. For more 
information, see Notifications.

Grantee personnel to send warning 
notices

Use the checkboxes to send a warning 
email to the PD/PI and/or BO 30  days 
before the term's due date if a 
submission date has not been entered.  
For more information, see 
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Notifications.

Grantee personnel to send late 
reminders

Use the checkboxes to send reminder 
emails to the PD/PI or BO if the  term 
is still unresolved 1 day and 30 days 
after the term's due date passes.  For 
more information, see Notifications.

Term Tracker

 

Use the calendar pickers to set due 
dates for tasks associated with 
fulfilling this term. 
Note: you must enter at least one due 
date if you set any of the notifications.

Set these properties to configure a task 
due date: 

 l Due Date — 
Click the field and 
use the date picker 
to set the due date 
for the task (or 
enter the due date 
in the format 
MM/DD/YYYY). 
If necessary, you 
can click  Add due 
date to add 
additional due date 
rows to the grid.
To  remove a due 
date, clear the due 
date field or click 

the  delete icon 
to remove the due 
date row.
Note: Grants staff 
can only edit or 
delete the due date   
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if  all of the 
following 
conditions are 
true:

 o The  budget 
period is not 
expired.

 o A RAM has 
not been 
created.

 o No 
Removal 
Date is set.

 o No 
Submission 
Date or  
RAM 
submission 
date is set.

 o No email 
notifications 
have been 
sent out for 
the term.

 o The term's 
status is 
Unresolved 
(you  cannot 
edit the due 
date if the 
status is 
Resolved, 
In-Review 
or Closed ).
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 l Task Description — Describe 
the task that must be performed 
by this due date. 

 l Submission Date — You can 
manually set the Submission 
Date as long as there is no 
grantee submission.  If there is a 
grantee submission, the 
submission date is displayed 
here.

 l Removal Date — The Removal 
Date is editable and required 
only when the Term Status is 
changed to Resolved.

 l Status — To update the status 
of a term task: Click the Status 
drop-down menu to set the 
status to Resolved, Unresolved, 
Closed or In-review 
Note: Once the status is set to 
Resolved or Closed and the term 
is saved, you cannot change any 
more tracking attributes for that 
term due date (except for the 
Task Description)
Note: For  term tasks that have a 
RAM submission, when you 
change the status from 
unresolved to resolved, an Auto 
Publish checkbox appears in the 
screen, checked by default. 
Uncheck it if you wish. The 
system will remember your 
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auto-publish  selection: For the 
rest of the session,  when you 
change the status of another 
task, the Auto Publish check 
box default to the setting you 
chose previously.

Comment

Optionally, enter a comment about the 
term. 

And if you wish, also click the Notify 
internal staff checkbox to send 
notification of the comment to agency 
staff.

Task Description Optionally, enter a description of this 
task.

When you are finished setting the tracking attributes, click Save to save your changes or click 
Cancel to discard them. 

Or click Remove Tracking to clear all tracking attributes.

After you save or cancel, the system returns you to the View Terms Tracking Details screen.

Notifications

TCM sends notifications at the following points in the lifecycle of a tracked term. 

Notification Description Recipients Notification 
Type

Submission Issued when the grants staff  enters or updates 
the Submission Date for a tracked term GMS, PO Consolidated

In Review Issued when term status changes to In Review PD/PI, BO Real-time

Return RAM Issued when grants staff returns a RAM 
submission to the grantee PD/PI, BO Real-time

Add Term 
Comment

Issued when a  user adds a comment to a term 
with the Send Internal Notification option 
checked

GMS, PO Real-time

Notifications
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30-day 
Warning Issued 30 days before a term's due date PD/PI, BO Consolidated

Late Issued the day after a missed due date PD/PI, BO Consolidated

30-day Late Issued 30 days after a missed due date PD/PI, BO Consolidated

Closed Issued when a term is changed to Closed status PD/PI, BO Real-time
Notifications

NOTE:  For information on configuring notification behavior for a term or condition, see Setup 
and Edit Terms Tracking.

About Consolidated Notifications:

 l Each consolidated notification type is sent once a day, and  if the system has multiple such 
notifications for a user, it consolidates them into a single email for each notification type.

 l If a consolidated send attempt fails, the system attempts to resend it seven days later.
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1.1   Return Submission
This dialog opens when the you click the Return Submission action in the  View Terms Tracking 
Details screen.

Grants staff use this dialog to return an attachment to the grantee and add comments to explain the 
action.

To return the submission:

 1. Enter a comment for internal staff (required).
 2. If you also want to add a comment for the grantee, click the "Do you wish to enter additional 

information..." checkbox and type your comment in the text field.
 3. Click Return Submission to complete the return, or click Cancel to cancel.

When you complete this action, notification email is sent to the grantee PD/PI and BO, and to the 
assigned agency staff (GMS and PO)
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1.1   Submission History 
This screen opens when you click Submission History in the View Terms Tracking Details 
screen.

This screen displays the history of all submissions for all terms on the grant.

Click the  plus icon to view the complete submission history for the grant, as shown below. 

(Click the  minus icon to close the history.)

The Submission History lists the history of events concerning all RAM submissions for this grant.

It contains the following information for each event: 

 l Event Type (Grantee Submission, Grantor Submission, Grantor return Submission, Grantor 
Publish to Grant Folder, or Grantor Unpublish from Grant Folder)

 l Event Date
 l Term Name — click to view the term content.
 l Task Description — Associated term task  
 l Award Number
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 l Due Date
 l Updated By — Name and role of the grantee or grantor user.
 l Files and Comments  — Shows all uploaded files, and the first 50 characters of each 

comment: Hover your mouse to see the full comment.

Actions

 l Enter filter text and it will be highlighted in yellow wherever it appears in the grid.
 l Click Term Names to view term content in a pop-up window.
 l Click the  links in the Files and Comments column to view these items.

NOTE: Grantee document submissions for tracked terms are also available in the Grant Folder 
Award Terms tab.

 

https://inside.era.nih.gov/erahelp/Grant_Folder/
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2 SAMHSA Reports
Users with the OPAC_REPORT_ADMIN user role can use the Reports screen to generate and 
view SAMHSA Office of Program Analysis and Coordination (OPAC)  Reports.

Click the Grants Management > Reports tab to open the Reports screen, as shown below.

Click the links to generate the following reports:

 

2.1   QVR Reports for GM
 

2.2   Fellowship Awards Awaiting Activation
This report includes all of your organization's fellowship awards that are awaiting activation.
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2.3   Entity Type Report
This report runs using IC, PCC and FOA as search parameters.
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